Monica A. Student

1111 Lake Shore Drive, Apt. 2

Irvine, CA 12345

sstudent@pacificoaks.edu 

555.555.5555

OBJECTIVE

Seeking a full-time teaching position working with children in a pre-school setting where I can contribute my skills and expertise in classroom management and creative curriculum.

EDUCATION

Pacific Oaks College, Pasadena, CA
Expected Graduation: July 2011

Bachelor of Arts in Education






G.P.A.: 3.8/4.0

EXPERIENCE

Local School, Pasadena, CA
09/09 – Present

Administrative Assistant








(
Issue audiovisual materials, reference books, reserve materials, and other clinical equipment. 

(
Answer phones for department and directed students to appropriate resources.

(
Consistent in keeping area organized and well maintained.

Behavioral Health Services, Los Angeles, CA
09/08-08/09

Assistant
(
Assisted staff with scheduling appointments promptly and accurately.

(
Ensured supplies were ordered and organized.

(
Greeted patients and assisted them with necessary paperwork, basic questions, etc. in a welcoming manner.

VOLUNTEER EXPERIENCE

The Boys and Girls Club, Irvine, CA
01/07-present

Tutor





(
Tutor children ages 6-12 years with learning disabilities in reading and mathematics

(
Assist with organizing and implementing outings and physical activities

Skills

Conversational in Spanish 

Experience with Microsoft Office, including Word, Excel, and PowerPoint 

